
Apira On-Line Booking System 2006 

The Booking System can be accessed by going to the Bookings page on the Apira 
website at www.apira.org.au
 
If you haven’t used it before and feel a little apprehensive about trying it, be aware that 
you can go in and play with it, and you don’t actually commit yourself until the you press 
<SUBMIT BOOKING REQUEST> on the last page. You can go right through the 
process and <CANCEL> at the last moment. 
 
 
This year the booking system has undergone quite a few changes. The screens have been 
generally cleaned up and made a little more compact so that all major components fit on 
the screen in most cases, and there is no need to scroll down the screen to find the buttons 
to proceed to the next screen. 
 
 
Other changes include: 

• Support for the new Family Upgrade and Independent Children categories 
• A facility to correct member details and generate an email to the custodian of the 

membership details spreadsheet to have the changes made permanent in the club 
records. 

• Some behind the scenes changes to make things a little easier for Bruce to 
download the booking data. 

 
Key things to note about each screen are :- 
 
The Sign On Screen
 

• You log in using your name, as it appears in the club membership list, and your 
password is your membership number. 
 

• Only people registered in the club membership list can sign in and make 
bookings. This means Family Upgrade Applicants can and Applicants can sign in, 
but Independent Children can’t, as they have not been assigned a membership 
number. Bookings for Independent Children will need to be made by the parent 
member. 
 

• If you can’t remember your membership number and can’t find the membership 
list, send an email to help@apira.org.au  and I will contact you. 
 

• As you finish entering data on each screen, press  to proceed to the next 

page, or  or   to cancel or go back. 
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The Booking Period Screen 
 

• Select your first night and last night dates using the pull down lists. 
 

• If you make an error, an error message will be displayed in the Booking Period 
window. 
 

• When your dates have been chosen, you will be able to see the actual booking 
periods chosen displayed in the Booking Period Window, and the total number of 
nights is displayed just above it. 
 

• Clicking on “View Booking Calendar “ will display this year’s booking period 
calendar. 
 

Page 2 of 7 
17/05/2006 



Apira On-Line Booking System 2006 

 
 
The Member Details Screen 
 

• This screen shows the details of the member making the booking. The contact 
details may be used by the Booking Officer to contact you about your booking 
if necessary. 
 

• If the contact details are incorrect, you can change them on this screen, for the 
purposes of this booking. If you wish to change them permananyly, check the 
“Notify Secretary” check box, and the changed details will be emailed to the 
secretary to cause the master database to be corrected. 
 

• Note the date of the last booking system member details update is shown just 
above the check box. 
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The Booking Party Screen 
 

• This screen is used to specify who will actually be in the party staying at the 
lodge.  
 

•   For each person you need to include Name, Sex, Membership Status and an 
optional comment 
 

•  After filling in these details for each attendee, you need to click on <ADD> to 
add them to the party. The members of the party are summarised in a box to the 
right of the screen, including the fee total for each person. 
 

• If you decide not to add that person you can either over-write the entries or click 
on <Clear Entries> 
 

• The fee for the whole party is shown towards the bottom of the screen. 
 

• If you make a mistake, you can highlight a party member in the summary box and 
click on <Remove Person>. 
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Click on <Add Person> to add to party 
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The Payment Screen 
 

• You need to select the Double or Family levy if appropriate. 
 

• Choose the appropriate credit card type and enter the details 
 

• All private data is encrypted before being stored on the server, and remains 
encrypted until delivered to the Booking Officer. 

 

 
 
The Submit Booking Screen 
 

• You can choose whether you want an email copy of your booking request, and 
you can change the address the email is sent to if you wish, away from your 
normal email address. 

• Clicking on the <Submit Booking Request> button will commit your booking 
request to the batch to be processed by the Booking Officer on the following 
Tuesday night. 
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• Please remember that this system submits a booking request to the Booking 
Officer. The success of this booking request will be subject to the conditions of 
the Apira Booking Regulations, Lodge  capacity etc. 

 
If you have any problems at all please send an email to help@apira.org.au and I will 
contact you at my earliest opportunity. 
 
Geoff Jamieson 
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